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Mr. Harry E. Fitzwater 
Deputy Director for Administration 
Central Intelligence Agency 
Washington, DC 20505 
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On June 26, 1985, FPMR Temporary Regulation 0-71, Work Space 
Management Reform, was issued by the General Services Adminis- 
tration (GSA) to provide uniform procedures and goals governing 
the use of Federal work space. GSA's Office of Real Estate 
invites you and members of your staff to attend a briefing to 
review the provisions of D-71 and the specific requirements 
placed on officials responsible for managing Federal wo r it space 
including the development of supplemental space factors with a 
GSA contractor. For your convenience, briefings are scheduled on 
'August 15> 22, and 29, 1985, from 9:00 to 10:30 a.m. in the 
auditor iiun of the GSA building, 18th and F Streets, NW, 
Washington, DC. Please contact M s. Mabel G. Burley on 56 6-1 87Ji. 
to schedule your attendance at one of tHe~three briefings. 


We are also providing the following informal guidance for 
preparing the first GSA Form 3530, Work Space Management Plan, 
required to be submitted to GSA by August 15, 1985. 


1 . Report agency controlled space by predominant use. 

Section 101-17.009, Work Space Management Plan, requires the head 
of each Federal agency to submit GSA Form 3530, for agency- 
controlled and GSA-controlled space. Agencies are required to 
report total office and non-office space under their control. 

For purposes of preparing this report, agencies may choose to 
classify their space by predominant use in accordance with the 
reporting requirements of FPMR 101-3, that is, facilities used 
most of the time for office functions may be reported as office 
space. Facilities used most of the time for non-office functions 
may be reported as non-office space. 


2. Use estimated supplemental space fac tors. 

Executive branch agencies are required to submit the first GSA 
Form 3530 by August 15, 1985. Supplemental space factors for 
GSA-controlled space are required to be prepared by March 31, 
1986 (Section 101-17 . 104-3 (d) ) . Therefore, agencies may use an 
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estimated supplemental space factor for GSA-cont rolled space in 
preparing the August 15 report. You should, however, be aware 
that these estimated factors are not to be applied when request- 
ing space from GSA and are in no way binding on GSA in the 
development of actual factors. They are estimates to be used for 
one time reporting purposes only. 

3 . Us e best -estimate, for personnel data . 

Agencies should use their best estimate in providing FY86 and 
FY87 personnel data required for the GSA Form 3530. It is 
recognized that the personnel data is tentative based upon 
results of the budget process. 

4. Quaxteilv updates not required. 

Paragraph 5(g) of the memorandum transmitting D-71 to Federal 
agency heads contains a reference to quarterly updates to the GSA 
Form 3530. Quarterly updates are not required. 

We appreciate your assistance and cooperation in implementing 
this important regulation. We look forward to discussing D--71 * 
with you at our briefings in August. Should you have any 
questions or require additional guidance please contact 
Mr. Philip Kogan or Mr. Gary A. Knoke on 566-1875. 

Sincerely , 


^ \J — 

^THOMAS M. SHERMAN 
Acting Assistant Commissioner 
for Real Estate 
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